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Welcome to IMG200 SCEIS Document Imaging for HR.
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Upon completion of this course, you should be able to:

•Describe the OnBase/SAP interface for HR imaging

•Scan and separate HR documents into OnBase

•Index missing personnel numbers

•Sweep electronic files

•View images attached to SAP personnel records
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We will cover six lessons in this course:

In Lesson 1, we will view the OnBase/SAP interface for HR Imaging.

In Lesson 2, we will scan HR documents into OnBase.

We will separate documentation in OnBase in Lesson 3.

In Lesson 4, we will index missing personnel numbers, and scan 

multiple documents at once.

In Lesson 5, we will sweep electronic files.

And finally, in Lesson 6, we will view images attached to SAP 

Personnel Records.
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In the first lesson, we will view the OnBase/SAP Interface for HR 

Imaging.
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Upon completion of this lesson, you should be able to:

•Describe the HR document types that will be scanned into SCEIS

•Describe how OnBase imaging works together with SAP
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In order for OnBase to interface with SAP, Scan Operators will scan 

HR documents into the OnBase imaging system, and they will enter 

the personnel number of the employee whose documents they are 

scanning. SAP will automatically attach the scanned images to the 

correct infotype in the employee‟s personnel record.
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The documents listed here will be scanned into SCEIS and attached to 

the employee‟s personnel record. Please note that the scanning process 

for travel documents is slightly different than other document types. We 

will discuss the travel document variations where applicable.
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This concludes Lesson 1.
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In Lesson 2, we will scan HR documents into OnBase.
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Upon completion of this lesson, you should be able to scan a single 

HR document into OnBase. When you become accustomed to 

scanning you will be able to scan multiple documents together in one 

batch. However, for the first several days that you are scanning, it is 

recommended that you scan one document at a time.

We will see how to scan multiple documents at the same time in 

Lesson 5.
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Lessons in this course are oriented around the SCEIS standard 

scanner: the Kodak i1220. It is installed at each agency by the 

SCEIS team before go-live.

To use the scanner, be sure that the power is turned on, and the 

green light is blinking. The power switch is located on the back of the 

scanner.

If you have any questions about other scanners, contact the SCEIS 

Service Desk at SCEISHelp@sceis.sc.gov.
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To access OnBase, log into Citrix using your user name and 

password.
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Then, click on the OnBase Full Client button to launch OnBase.
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The OnBase client screen will appear.
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To open the Document Imaging Screen, click on Processing and 

then Scan/Index from the drop-down menu. The Document Imaging 

screen will appear.
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To select a Scan Queue, click Scan Queues in the upper left side of 

the screen. Double-click on the appropriate document category in 

order to activate the Scan Format and Document Type fields. 
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Once activated, click the Document Type drop-down arrow to select 

the type of document being scanned. If the Scan Format field is 

blank, you will need to select your scanner from the dropdown.

It is important to note that selecting the document type determines 

which infotype the document will be attached to. So it is important 

that you select the correct one.
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Enter the Personnel Number of the employee whose documents you 

are scanning. This is an important step to ensure the document is 

attached to the correct personnel record.

Please note that you should not enter a Personnel Number for travel 

documents. When the trip document is scanned, the scanner will 

read the bar code on the trip document and will look up the 

Personnel Number in SAP.
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Place the HR document into the scanner upside down and face 

down, and click the Scan button.

The Batch Name screen will appear with the date and your user 

name. If you want to type a reminder about what is in the batch, you 

can position the cursor after your user name and type a reminder 

here. 

Click the OK button, and the document pages will feed through the 

scanner.
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When all of the pages have been scanned, the Scanning Complete 

screen will appear. Click the Done button.
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All batches that have been scanned will be listed in the upper right 

side of the screen, with a Status of „Awaiting Document Separation‟, 

meaning they are not attached to SAP yet. To attach them to SAP, 

you will need to complete our next step: Document Separation.
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This concludes Lesson 2.
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In Lesson 3, we will separate documents in OnBase.
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Upon completion of this lesson you will be able to:

•Perform document separation in OnBase

•Navigate document separation

It is recommended that you always select “Perform Document 

Separation” even if a batch only has one document. This will help 

you avoid mistakes when you do scan multiple documents in a batch.
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To separate documents, you will need to click Awaiting Document 

Separation, and click the batch that you want to work. It will become 

highlighted.

Right-click on the batch to display the menu, and click Perform 

Document Separation on the menu.

The images for the scanned batch will appear.
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If this batch contains one document, click the Save Changes & Close 

button.

When the Confirm screen appears, click the Yes button.

HR/PY



© State of South Carolina

IMG200 SCEIS Document Imaging

Page 27Page 27

After you have become comfortable scanning one document at a time 

you may prefer to scan several documents in a single batch and 

separate them using the Document Separation feature of OnBase. 

When you scan several documents at once, OnBase sees them as just a 

batch of individual pages. You will need to tell OnBase how to group the 

pages into separate documents using the Document Separation 

function.
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If the batch contains multiple documents, click the Divider button 

between each document, which is shown by the gray box in-between 

images in the bottom half of the screen. The number of documents 

will be shown in the top window.

Click the Save Changes & Close button.

When the Confirm screen appears click the Yes button.
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When document separation is done for a batch, the documents are 

automatically attached to the appropriate infotype of the employee‟s 

personnel record. You have finished with that batch.

Please note, however, if there is not a zero next to the Awaiting Index 

and Index in Progress menus, it means that you did not enter the 

Personnel Number before scanning. Therefore, you must perform 

indexing before the documents will be attached to SAP. Please refer 

to Lesson 4 for information regarding indexing.
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The OnBase screen is divided into two sections. The top window 

shows how many documents the batch has been separated in to.

The bottom window shows how many pages are in the batch.
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To zoom in on the image, double-click a thumbnail image in the 

bottom window. 
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For large batches, all pages will not fit on the screen. It is sometimes 

helpful to change the size of thumbnails. To do so, click the icon on 

the top right, above the top window. When the Thumbnail Sizes 

screen appears, change the size appropriately, and click OK.
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This concludes Lesson 3.
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In Lesson 4, we will index missing personnel numbers and scan 

multiple documents.
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Upon completion of this lesson you will be able to:

•Index personnel numbers that you forgot to enter before scanning 

•Scan and index multiple documents of different types at once
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If you forget to enter the Personnel Number before scanning a 

document, the batch moves to the status Index in Progress after 

Document Separation. You must index the Personnel Number before 

continuing.
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To do so, click Index in Progress, and click the batch that you want to 

work. It will become highlighted.

Right-Click on the highlighted batch so that the menu appears, and 

click Index Documents on the menu.

The first page of the document will appear.
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Enter the Personnel Number and click Index. The document will be 

automatically attached to the appropriate infotype of the SAP 

personnel record, and you are finished with imaging for this 

document.

Please note that if a travel document is missing Trip Number and 

Personnel Number, you should index the Trip Number. 
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In certain situations you will prefer to scan several documents at 

once instead of a single document. For example, scanning several 

payroll documents into a single personnel record. Different document 

types may be scanned in the same batch as long as they belong to 

the same Scan Queue.

To scan several documents, select the Scan Queue as you would for 

a single document. Click No Index instead of selecting the document 

type.

Scan the batch and perform document separation. 
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Click Awaiting Index and click the batch that you want to work. Once 

it becomes highlighted, right-click it to display the menu.

Click Index Documents on the menu, and the first document in the 

batch will appear for indexing.

HR/PY



© State of South Carolina

IMG200 SCEIS Document Imaging

Page 41Page 41

Once the first document in the batch appears for indexing, You can 

enlarge or decrease the image by clicking Control Plus or Control 

Minus on your keyboard, respectively.
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Click the Document Type drop-down arrow and select the document 

type that is displayed. The Keyword area will become visible.

Enter the Personnel Number. 

If all of the documents in the batch are for the same person, click the 

lock next to the Personnel Number.

Click Index.

The first document will be indexed and the next document in the 

batch will appear.
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When the next document in the batch appears, the Personnel 

Number will already be indexed if you locked it.

Change the document type to the document that is displayed and 

click Index. Continue until all documents in the batch have been 

indexed.

When all documents have been indexed, they are attached to the 

appropriate infotypes of the personnel record. You are now finished 

with this batch.
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This concludes Lesson 4.
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In Lesson 5, we will sweep electronic files instead of scan them.
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Upon completion of this lesson you will be able to:

•Sweep electronic files onto OnBase instead of scanning paper 

documents

This means that if some of your documents are already electronic 

files you do not need to print them out and scan them. You can 

“sweep” them directly into OnBase.
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To sweep files directly into OnBase:

- Create a folder on your computer‟s C: drive that you will use for sweeping. 

- Put one or more files into the folder. All files must be the same document 

type for a sweep operation.

- File formats that can be swept in to SCEIS include TIF, PDF, Excel, Word.

If you have any questions, you can contact the SCEIS Service Desk.
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In OnBase, after selecting the document type, perform the following 

steps instead of clicking the Scan button:

Put the mouse in the whitespace area on the screen and right-click. 

A menu will appear.

Click Sweep Directory.

The Import/Sweep screen will appear.
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Click Sweep Directory on the Import/Sweep screen. The Sweep Path 

Dialog screen will appear.

Click the Document Type drop-down menu and select the document 

type.

Uncheck Sweep Images Only and then click the Browse button.

The Browse for Folder screen will appear.
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Highlight the folder that your files are in from your C: Drive on the 

Browse for Folder Screen.

Click the OK button once you select the appropriate folder.

The Sweep Path Dialog screen will appear.

Click OK to sweep from your folder.

Click the OK to confirm you want to sweep the directory.

The Batch Name screen will appear.

Proceed from the Batch Name screen as described in Lesson 2.

After everything: A swept batch will always go to Index In 

Progress. 

You must index the personnel number.  Refer to Lesson 4: 

Indexing Missing Personnel Numbers 
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This concludes Lesson 5.
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In Lesson 6, we will view images attached to SAP personnel records.
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Upon completion of this lesson, you will be able to:

•View images that are attached to SAP personnel records
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You can view images that are attached to a Personnel Record as 

follows. 

Display a specific infotype.

Click the Extras menu and select Display Specific Facsimiles.

If there is just one image attached to the infotype the image will 

appear in a separate window.

If there is more than one image attached to the infotype, the Hit List 

screen will appear.
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If there is more than one image attached to the infotype, the Hit List 

screen displays a folder for each date that documents were attached 

to the infotype. 

To display the images:

Click the Expand icon for the folder date you are interested in.

A list of image line items will appear, and you will need to double-

click one of the line items.

The image will appear in a separate window.
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In the image viewing window, you can save the image file to your 

computer, print, add a note, page forward and backward, zoom in 

and out, rotate the image, view thumbnails, and close the viewing 

window.
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As an alternative way to display images, you can click on Extras > 

Display All Facsimiles. This will show you all the infotypes that have 

images attached. You can select the image you wish to display. 

Please note that you will only be able to see those images for which 

you have security rights to view.

HR/PY



© State of South Carolina

IMG200 SCEIS Document Imaging

Page 58

This concludes Lesson 6.
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This is also the conclusion of the IMG200 course.
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If you need additional practice, you can utilize the Training Practice 

System. You can also access and print step-by-step procedures 

located on the SCEIS uPerform website. The web address for the 

SCEIS website is: http://www.sceis.sc.gov.
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Thank you for completing the IMG200 course. To receive credit for 

the course, you must complete the online course evaluation located 

in Blackboard. In order to access the Evaluation, go to the SCEIS 

website, point to Training, and then click on Blackboard.


